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1. DO STEP 1 FIRST AND WORK ONLY FROM THE “MY DOCUMENTS” FOLDER.   
2. YOU MUST FIRST COPY YOUR FILES TO THE “MY DOCUMENTS” FOLDER ON THE C:\  DRIVE BEFORE YOU DO ANY 
OF THE QUESTIONS! 
3. DO NOT OPEN FILES DIRECTLY FROM THE NETWORK, ONLY FROM THE FOLDER “MY DOCUMENTS” 
4. IF WORK IS LOST BECAUSE A STUDENT WORKS DIRECTLY FROM THE NETWORK AND IGNORED STEPS 2 AND 3 
ABOVE, NO EXTRA TIME WILL BE ALLOWED!   
 
 
 
 
 
Copy the following files from Server\Lab number\BIS to the MY DOCUMENTS folder: 
 
FINAL.XLSX TIME MANAGEMENT.MP4 
FINAL.DOCX BUNNY.PNG 
FINAL.PPTX FROG.PNG 
PRICE.XLSX SNAKE.PNG 
TRIAL BALANCE CATEGORIES.XLSX HURRY.PNG 
ACCOUNTING.JPG 
 
Instructions: 
 
1. Double-click on the Server icon on the desktop 
2. Double-click on the folder with the name BIS 
3. Select all the files in the folder 
4. Point at the selection and right-click, then select Send to from the Quick menu.  Click on MY DOCUMENTS  (OR USE COPY 
AND PASTE). 
5. Close the current folder. 
6. Open the MY DOCUMENTS folder. 
7. Complete questions 1- 4 (in any order). 
 
NB!!!   Do NOT select Send To..  Desktop as this will create a shortcut only and you will not be able to submit your 
work!!! 
IMPORTANT INFORMATION 
1. This questionnaire consists of 8 pages (including cover page). 
2. This questionnaire must be handed in.  
3. Please ensure that the cover page is completed in full! 
4. Copy all files to the folder:  MY DOCUMENTS 
5. Save your work regularly! 
6. All questions must be done on the computer. 
7. No calculators or USB flash drives may be used. 
8. ONLY ULINK IS USED FOR MARKING. 
9. READ ALL INSTRUCTIONS CAREFULLY. 
STEP 1 
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Do Step 1 first and then activate Microsoft Office PowerPoint 2013, open the file Final.PPTX from the folder “My Documents” 
(NOT THE NETWORK) and do the following: 
 
No marks will be awarded if any of the following is inserted on the INCORRECT SLIDE NUMBER or in the INCORRECT FILE. 
 
 
1. Type your initials, surname and student number in the subtitle placeholder on slide number 1. [1] 
2. Insert the following on the SLIDE MASTER so that it appears on every slide in the Presentation: 
 (a) The picture from the file HURRY.PNG [1] 
 (b) Place the picture in the bottom right corner [1] 
 (c) Change the size to 5 cm Height [1] 
 (d) Flip the picture horizontally [2] 
 NO MARKS will be awarded if the picture does NOT appear on the SLIDE MASTER or if it is inserted 
in the incorrect position! 
3. Use the supplied bullet points on slide number 2 to convert the bullets into SmartArt Graphics. 
 Apply the Basic Cycle SmartArt option [3] 
 Change the SmartArt Layout to Text Cycle [1] 
 Apply the Polished 3-D SmartArt Style [1] 
 
4.  Use the placeholder on slide number 3 to create a 3-D Pie chart with the following data. 
 The placeholder on the slide must be used to create the chart. 
 Marks for points 3 and 4 will only be awarded for the chart if the chart type is correct. [1] 
 
4. Change the formatting of the chart as follows:  
 The title of the chart must be Time Management [1] 
 Apply Chart Style Number 8 [1] 
 Change the font of the Data Labels to Arial Black. [1] 
 Format the data labels to show the Subject Names AND the allocated percentages. [2]  
 Format the data series as follows: 
 Accounting data series – use the picture from the file ACCOUNTING.JPG as the fill [2] 
 Auditing data series – Granite textured fill [1] 
 Finance data series – Pattern Fill – Diagonal Brick [1] 
o Foreground Colour: Green Accent 3 Lighter 40%;  [1] 
o Background Colour: Dark Red Accent 1 [1] 
 Tax data series – use a gradient fill (Any) [1] 
5. Add the video clip Time Management to slide number 4 [1] 
 Resize the video link to Height 5cm [1] 
 Align the video link to the Middle AND Center of Slide 4 [1] 
 Change the Playback properties in order for the video to start automatically [1] 
 Format the video to play in Full Screen [1] 
 Trim the video to START after 00:03.000 seconds and END after 00:17.000 seconds [1] 
6. Save the file with your surname, initials and student number as the name of the file, [eg Smith JC 2004151748].  
CLOSE THE APPLICATION.  Upload and submit the file to Ulink under Assignments – Exam PowerPoint for marking 
purposes.  Do not forget to attach the file [Add attachment] before clicking on the Submit button.    
QUESTION 1 MICROSOFT OFFICE POWERPOINT 2013 30 MARKS 
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Do Step 1 first then activate Microsoft Office Excel 2013, open the file FINAL.XLSX from the folder “My 
Documents” (NOT THE NETWORK) and do the following: 
 
Marks will only be awarded if formulae and =Functions are 100% correct.  Cell/range references must be used for 
all calculations (where applicable). 
 
1. Select worksheet AMORTISATION and complete the schedule using =functions and formulas where 
applicable. All =functions and formulas need to be in a format where it can be copied. 
 
Give specific attention to: 
 PMT function [2] 
 Opening Balance [1] 
 Interest calculation [2] 
 PMT amount [1] 
 Closing balance formula [1] 
 Period 12 closing balance [1] 
 
2. Select worksheet TOP SELLER and do the following: 
 (a) Use the =Average function and relative cell references to calculate the average book sales over 
 Semester 1 and Semester 2 in the range D4:D9 [3] 
    
3. Select worksheet BOOK SALES and do the following: 
 (a) Use the =VLOOKUP function and relative cell/range/workbook references to insert the Best Seller 
Price in the range B4:B9.  The price must be obtained from the workbook PRICE.XLSX.  You must use 
the =VLookup function to insert the price in the workbook FINAL.XLSX. Do NOT use copy and paste.  [No 
marks will be awarded if the =VLookup function is not used]. [3] 
 (b) Use sheet/cell references to insert the Average Sold Quantity in the range C4:C9.  The Total number 
sold can be found on the worksheet TOP SELLER in the same workbook (FINAL.XLSX).  Do NOT use 
copy and paste to insert this.  [No marks will be awarded if sheet/cell references are not used]. [3] 
 (c) Use a formula and cell references to calculate the Total Sales in the range D4:D9 [2] 
 (d) Use the =Concatenate function to combine the contents of cells E4 and F4 and D4 in G4. Copy the 
function down for range G4:G9. Remember to add spaces between the contents of the three cells. [3] 
4. Select worksheet TEST STATS and do the following: 
 (a) Use the =IF function and relative cell references to insert the following next to each item in the range 
E5:E17: 
  If the Average Mark in column B is greater than 40%, insert the text “At Risk Subject”, if the Average 
Mark in column B is Greater than 50%, insert the text, “Subject on Track”. If the Average Mark in column 
B is greater than 60%, insert the text “Well Performer”. Otherwise leave the cell blank.  [“Blank” cells 
must still contain the =Function]. [3] 
5. Select worksheet DEPRECIATION and do the following: 
 (a) Make use of the information in the range A5:C12 to calculate depreciation on the asset in the range 
B18:B27 according to the fixed-declining balance method for the periods indicated in column A.   
  Use cell references and =Functions!  Make use of a combination of absolute and relative cell 
references where applicable.  The =Function must be written in such a way that it can be copied.  (No 
marks will be awarded if absolute and relative cell references are not used or if the =Function 
cannot be copied). [3] 
 (b) Make use of the information in the range A5:C12 to calculate depreciation on the asset in the range 
C18:C27 according to the double-declining balance method for the periods indicated in column A.   
QUESTION 2 MICROSOFT OFFICE EXCEL 2013 40 MARKS 
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  Use cell references and =Functions!  Make use of a combination of absolute and relative cell 
references where applicable.  The =Function must be written in such a way that it can be copied.  (No 
marks will be awarded if absolute and relative cell references are not used or if the =Function 
cannot be copied). [3] 
 
6. Select worksheet CITIES and do the following: 
 (a) Select the relevant information on the worksheet CITIES, then do the following [marks are awarded for 
the correct relevant information]:  
  (i) Create a Pivot Table on a separate worksheet of ONLY the daily book sales for each city. [2] 
   (ii) Create a 3-D pie PivotChart on a chart sheet of the daily book sales for each city. (mark is 
awarded for correct PivotChart type). The PivotChart HAS TO BE on a separate chart sheet or 
no marks will be awarded. [2] 
  (iii) Filter the axis field (categories) to display all the cities except “Durban” [2] 
  (iv) Choose the values field list to display only “Monday” [2] 
  (v) Change the chart layout to Layout 6 [1] 
   No marks will be awarded for this question if the chart does not appear on a chart sheet. 
 
7. Save the file with your surname, initials and student number as the name of the file, 
[eg Smith JC 2004151748].  CLOSE THE APPLICATION.  Upload and submit the file to Ulink under 
Assignments – Final Excel for marking purposes.  Do not forget to attach the file [Attach file] before clicking on 
the Submit button.  (Refer to instructions at the end of the paper).  
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Do Step 1 first then activate Microsoft Office Word 2013, open the file FINAL.DOCX from the folder “My 
Documents” (NOT THE NETWORK) and do the following: 
 
No marks will be awarded for point 1 if it is applied to the entire document! 
1. Apply the colour scheme “Blue Green” to the entire document [1] 
 
2. Select the heading:  Food Chain History and do the following:  
 
 (a) Centre align the heading [1] 
 (b) Insert a border around the heading as follows: 
  (i) The border width must be 3 pt  [1] 
  (ii) The border colour must be Orange, Accent 6 [1] 
  (iii) The border must be applied to text [1] 
 (c) Insert shading around the heading as follows: 
  (i) The shading colour must be Olive Green, Accent 3, Lighter 40% [1] 
 
3. Select all the text below the Food Chain History and apply the following:  
(i) Double Line spacing [1] 
(ii) Use the Change Case function to change the case of all the text to Uppercase. [1] 
4. Below the heading Sightings, set the following Tab Stops. 
(i) Left tab at 5 cm [1] 
(ii) Center tab at 9 cm [1] 
(iii) Center tab at 11 cm [1] 
5. Type the following text using the above tab stops: 
  Type 2015 2016 
 Snake Carnivore 2365 2285 [2] 
 Rabbit Herbivore 3265 3632 [2] 
 Frog Omnivore 1856 2333 [2] 
  
5. Move to the end of the document (below the existing text), add a page break and insert the following 
graphics. The use of a drawing canvas is optional.  No marks will be awarded if the graphics are inserted in 
the wrong place.  Marks will only be awarded for the correct use of graphic elements and not for individual 
components if the work does not look similar to that below.   
 Note instructions on the top of the next page! 
  
QUESTION 3 MICROSOFT OFFICE WORD 2013 30 MARKS 
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 You are further required to do the following: 
 
 Pictures: 
 Place the pictures in the correct position [1] 
 All pictures must be added as a fill to a circle shape. [1] 
 All circles need to have a width of 2 Pts and the colour must be Aqua, Accent 2 [1] 
 Arrows:  
 Use the correct arrows [1] 
 Width needs to be 2 Pts [1] 
 The shape fill colour must be Aqua, Accent 2. [1] 
 Arrows need to be dashed (Long dash). [1] 
 Text Boxes: 
 Add the text by means of text boxes [1] 
 Font: Arial Black and Font Size: 15  [1] 
 Apply any light blue colour to the text box border. [1] 
 Border width: 1.5 Pts [1] 
 Hyperlink: 
 Insert a hyperlink to navigate to the website www.wwf.org when clicking on the picture of the frog. [1] 
 Insert the word Panda as your screen tip. [1] 
 
6. Save the file with your surname, initials and student number as the name of the file, [eg Smith JC 
2015151748]. CLOSE THE APPLICATION!  Upload and submit the file to Ulink under Assignments – Final 
Word for marking purposes.  Do not forget to attach the file [Add attachment] before clicking on the Submit 
button.   
 
Carnivore Omnivore Herbivore 
